
How to Search the Online Catalog
Education Resource Center (ERC)

1. Go to the Archdiocese of Dubuque home page: www.arch.pvt.k12.ia.us.
2. Note the gray boxes across the top of the page and move the cursor over the fourth box from the left  titled, 

“Pastoral Center Offices.” Hover your mouse over this box and a pop-up menu appears listing the 
departments alphabetically. Move the cursor to “Education Resource Center” and click on this title.

3. The Education Resource Center (ERC) Home Page now opens. (You may want to save this page under your 
“favorites” for future use.) Scroll down if necessary and click on the Web Search Catalog link.

4. Choose a type of media to search (i.e., books, videos, posters, music CDs, games, and so on). For example, to 
search videos, click on the Video Catalog link.

☛Please Note: Before clicking on a Catalog you will notice a yellow box with this icon:         . Click on 
“Click here to see...” for a listing of all the keywords that can be entered into the web search catalog. (See 
Keyword in Step #5 below.) The listing which opens is very useful when searching for media by topic.

5. A form opens with nine searchable fields. Leaving fields blank will broaden the search, while entering data into 
the fields will narrow the search. Some tips on using these fields follow:
Title   Use this field when the exact title or a phrase from a title is known and to see if it is part of our 
collection. Partial titles will result in finds. (Entering “Paul apostle” or simply “Paul” will find Paul the 
Apostle.)
Level   Use this field to narrow a search to a specific grade level. The codes are EC (early childhood: preK-K), 
P (primary: gr. 1-3), I (intermediate: gr. 4-6), J (junior high: gr. 7-8), S (senior high: gr. 9-12), YA (young 
adult), A (adult). Leave this field blank when searching media for more than one grade level.
Title Number   Leave this field blank unless searching an exact title number assigned by the ERC.
Length in Minutes/Pages   Use the EXACT search tips given on the next page to search for media of a 
specific length, or in a range of lengths. Entering “10...30” in the video catalog will find videos that are ten to 
thirty minutes. Be aware: A 90-minute DVD may actually contain three individual 30-minute video segments.
Author   Use only the author's last name for a more broad search. (Entering “Ray” will find videos by 
Stephen Ray, but entering “Steve Ray” would not find these videos because Steve does not match Stephen.)
Company   Like the author field, using a single word or partial name for the company name will broaden the 
search. (Entering only “Luke” would find media published by Luke Films, Inc., but entering “Luke Films, 
Incorporated” would result in no finds because Incorporated does not match Inc.)
Copyright   Use the EXACT search tips given on the next page to find, for example, videos with a copyright 
date of 2000 or later by entering “>=2000” in this field.
Description   Using any one word or a phrase with or without quotes searches annotations written about the 
media. This field is helpful for searching media by specific topics. (Enter “Rita” to find media on St. Rita. 
Enter “holy family” in quotes to find media on the holy family. Enter “Mary Immaculate” without the 
quotation marks to find media about Mary and her Immaculate Conception.)
Keyword   This is a great way to search media by topic, but only entering those words that have been 
predetermined by the ERC will find results. For example, entering “reconciliation” will find results, while 
entering “confession” in this field will find no results, because “confession” is not one of the over 500 
predetermined words chosen by the ERC. (However, entering “confession” in the Description field will result 
in finds.) For a complete listing of the predetermined keywords, see the ☛Please Note section in Step #4 
above.

6. As an example, if looking for a short video on Eucharist for second grade students that is current in its 
theology: In the Level choose p (primary); in the Length in Minutes field, type <=15; in the Copyright 
field, type >=2000; and in the Keywords field, type eucharist. Then click on the Start Search button in the 
left column. A table listing records that match this criteria will open. 

7. To see a more detailed description of a specific title, click on the number to the left of that item.
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4. Choose a type of media to search.

5/6. A form opens with nine searchable fields. Below is a sample with data entered.
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Click
here

to see a list of 
keywords which can 

be entered here.
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6. This table shows results of the search for a short, current video on Eucharist for second grade students.

7. For a more detailed description of a specific title, click on the number to the left of that item. This form opens.
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To see a specified listing of media with complete annotations, use a topical catalog. These topical catalogs are 
updated throughout the year, based on client-generated requests. As an example, clients often request a catalog of 
feature films. Therefore, after creating this catalog, it will be posted online for other interested clients. These 
catalogs may include a variety of media for a variety of grade levels, or may be specified for a specific type of 
media or grade level. 
1. Go to the Archdiocese of Dubuque home page: www.arch.pvt.k12.ia.us.
2. Note the gray boxes across the top of the page and move the cursor over the fourth box from the left titled, 

“Pastoral Center Offices.” Hover your mouse over this box and a pop-up menu appears listing the 
departments alphabetically. Move the cursor to “Education Resource Center” and click on this title.

3. The Education Resource Center (ERC) Home Page now opens. (You may want to save this page under your 
“favorites” for future use.) Scroll down if necessary and click on the Topical Catalogs link.

4. To view the full annotations of the media available in the listed catalogs, click on the catalog title. This opens a 
document of all the selected media including titles, title number, length in minutes / number of pages, audience 
level (See box below.), type of media code (See box below.), author, copyright, and description for each item.

5. When looking for a topical catalog on a specific subject that is not available online (for example, justice), please 
call the ERC (563.556.2580 X214), and the ERC staff will create a mini-catalog that can be picked up at the 
ERC or sent via email or postal mail. These mini-catalogs can also be narrowed to include only a specific 
media type or grade level.
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Code Descriptions
Audience Levels
EC – Early Childhood (pre-K through kindergarten) S – Senior High (grades 9 through 12)
P – Primary (grades 1 through 3) YA – Young Adult (ages 18 to 25)
I – Intermediate (grades 4 through 6) A – Adult (over 25 years of age)
J – Junior High / Middle School (grades 7 through 8)

Media Types
AC – Audiocassette (talking presentation) GM – Game
AD – Audio disc (talking presentation) KA – Kit (boxed multimedia resource)
BK – General book MR – Musical recording (music cassette)
BR – Reference book PO – Poster
CD – Compact disc (music) RT – Recommended textbook
CR – CD-ROM (computer software) SL – Slide program
CS – Computer software diskette VC – Videocassette
DV – DVD VS – Hispanic video
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4/5. To view the full annotations of the media available in the listed catalogs, click on the catalog title.

5/6. A topic catalog will show multiple pages of media with descriptions like those shown below.
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